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Documenting ICHATS in VIRTUS 
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Click here 

This screen may look slightly different than your screen. 
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Enter last, first name, user id or email address 

Click here 

Make sure there is a     in Show inactive users. 
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Click here 
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Reba 

Fill in maiden or aliases names.  This will help identify someone if they 
have a more common name. 

Click here 

Be sure to save. 
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Click for drop down. 

Some of the options listed are used when running a more comprehensive background (by CYP) or other options are now 
obsolete but must remain on file.   

You will always select 
ICHAT.  
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Click calendar 

Manually enter your name 

Manually Enter your parish or school name 

Manually Enter 

If a background comes back with a criminal record, please call the Safe Environment Office immediately.  

Click here 
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This is what your screen will look like after saving the information.  The information differs on this screen but this is to give you a visual of 
what your documentation will look like. 
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